

                             

[image: Norfolk County Council Logo]
Job Description and Person Specification  

Casual Museum Assistant 


	Department 
	Community & Environmental Services 

	Service 
	Museums

	Grade
	C

	Reports to
	Curator, Thetford and Kings Lynn Museums

	Responsible for 
	Services for visitors including learning delivery 

	Job reference
	



	Job Purpose


	To work as part of a small team delivering a high standard of customer-focused services to ensure that visitors’ experience is informative, enjoyable and safe.

	Context 


	Thetford’s Ancient House Museum is a busy community-based museum offering a broad programme of exhibitions and events and supporting a range of formal and informal learning activities.



	Accountabilities 

	To provide all visitors to the museum with a friendly welcome, useful information for their visit and to be responsive to their needs.


	To help all our visitors learn about the collections, displays and exhibits and the local history of the area by working closely with the Learning Officer and other colleagues to:

· Help with school visits by preparing materials and setting up for sessions.
· Help prepare for the museum’s event programme including holiday events for families, and the museum’s after school clubs. 
· Meet, greet and provide appropriate support as needed for visitors and groups throughout their visit. 


	To ensure the building, collections and members of the public are safe and secure.  To follow the museum’s policies and procedures such as fire safety, health and safety procedures, data protection, security checks, safeguarding and first aid.


	To clean the museum and help ensure the museum looks good for our visitors. 


	To assist with promoting museum activities including assisting with updating website listings, creating posters and content for social media.


	To use the electronic till to take entrance fees, process bookings, sell shop stock, record transactions and be responsible for cash handling to corporate and departmental standards. 



	To carry out routine administrative duties, including dealing efficiently with enquires both in person, by email and on the telephone.


	To ensure the museum shop is attractive and effective by helping to select and order stock, taking deliveries, and displaying the shop stock well to maximise sales. All financial procedures must meet corporate and departmental standards. 


	To administer the object identification system according to agreed procedures.




	Person Specification


	Qualifications:

	Essential
	Desirable

	Education to GCSE standard or equivalent or relevant experience

	Customer care qualification.  



	
	School Teaching Assistant qualification.


	Knowledge/Experience:

	Essential 
	Desirable 

	Experience of working with the public.

	Experience of working in a museum or similar learning environment.


	Customer care experience.

	Experience of dealing with security.


	
	Experience of working with children and or young people


	
	Awareness of Health & Safety issues.


	
	Interest in history of Thetford and Museum’s themes.


	Skills:

	Essential
	Desirable

	Excellent communication skills.

	Outgoing, confident, diplomatic. 


	Numerate and literate.

	Awareness of Health & Safety issues.


	Ability to type and knowledge of word processing.

	Interest in history of Thetford and Museum’s themes.


	Ability to respond to emergencies in a calm manner.

	

	Flexible attitude towards work.

	

	Ability to work on own initiative or as part of a team.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information (special factors or constraints and physical requirements or environmental conditions that the job holder will encounter, including how long they last and how often they occur)

	The museum is mainly on the ground floor with offices and stores on the first floor and an attic store accessible by stairs.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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